
Announcement No. FEC-PW52-001-05 

:
Closing Date 5 Oct 05 

VACANCY ANNOUNCEMENT :
Date of Issue 22 Sep 05 

1.  Job title  (  Grade   3     LAD   2    )

Office Automation Clerk, #605 

                                    
  Administrative     Blue Collar Trade    Security              Medical

No. of Recruitment 

         1       

4. Area of Consideration
MLC/IHA

Current MLC/IHA Employee within Activity 
MLC/IHA ( )

Current MLC/IHA Employee in commuting distance 
MLC/IHA ( )

Current MLC/IHA Employee Japan Wide
Off Base Applicant2. Activity

NAVFAC FE, Facilities Sustainment & Services PSL, Facilities 
Condition ASMT Division 

Working Place: Tomari-cho, Yokosuka

3. Work Schedule (   40  hrww )
 Work Days: Monday - Friday 

  Work Hours / Recess Period:  0800 – 1645 / 1200 - 1245 
 Night Shift       Overtime         Business Travel

5.  Type of Employment

  MLC 
  IHA 

 Permanent   
 Limited Term (  4  Months )

6.  Duties 

1. Collects labor hour data from supervisors and enters all the required data for PW50 employees into the Labor Distribution 
System (LDS) on the computerized network on a daily basis under the direct supervision of his/her supervisor.  Prepares 
summary of the labor hour record by job order number and verifies the data for accuracy.  Makes corrections on the data 
when required. 

2. Reviews overtimes and leave requests and verifies the hour by employee.  Prepares monthly overtime reports for managers 
and leave balance reports for employees.  Takes corrective actions as appropriate. 

3.    Receives phone calls from outside customers and refers them to appropriate personnel in the department.  Provides other  
       administrative support as required including arrangement of trainings for the department, MRI request & purchase. 

       Performs other related or incidental duties as assigned.
7. Qualification/Physical Requirements 

a.  One year of general work experience.  If applicant does not have such work experience, completion of 2-years junior college/2- 
    years of technical school or 4-year degree in any field. 
b.  Skill in operating personal computer such as Adobe Acrobat, MS Word and Excel. 
c.  Ability to perform general clerical work. 
d.  Ability to speak, read and write English at average proficiency level (LAD-2). 

*  A handicapped applicant may be accepted, depending upon the degree and kind of disability. 
English Language Proficiency None Basic Intermediate  Advanced Exceptional

Educational Background N/A License/Certificate Required N/A

8.  Application and Associated Documents                     Working Condition 

*  Application for Vacancy Announcement  (HROY Form 1) http://hro.cnfj.navy.mil 
*  Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil   

* Complete in English
 Copy of English Proficiency Certificate 

 80  (12cm x 23.5cm) 
       12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and an 80-yen stamp (MPS is 
unacceptable.) 

 for Job Inquiries  Office to Submit For Official Use

PD No.: FEC-PW52-004-LT 
PD is accurate and current. 
Certified by Activity: mt 

 Office
NAVFAC FE, MS132 

 / 
046-816-7462 / 7275 

( ) 243-7462 / 7275 

238-0001 1 , Box 22 
1 banchi Tomari-cho, Yokosuka, Box 22 

 (HRO) 
COMNAVFJORJAPAN, Human Resources Office Yokosuka (HRO), 

MLC/IHA Employment Office (Code N131D) 
046-843-8153     ( /Extension) 243-8153

HRO: ah 9/20 

Incomplete applications will not be considered. 
  Submitted applications will not be returned. 


